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1. Requesting Agency

DEPARTSEHT OF EMPLOTHSIff BECURITX

2. Division or B\

DIVISION UHE1

ireau.of
'tr *-1

equesting Agency
'J//C.C

" COaPEHSATXGB
3. Authorization Requested (Check only one of the squares below).

I"" Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1.

A

EMPLOYE POIflBR * (COLLECTIBLE ACCOUNTS)

Quantity' 780 letter alee dremera {1X70 cubic feet)
Dates* 1936 - -
f i le Arrangement i alphabetical - numerical
Annual Accumulation! 35 drawers
Disposable Amount* 400 cubic feet (estimate)

Biis folder contains all data relative to the liability, eaployarafc,
tax reports, delinquencies, etc* of a reporting employer* Thos©
records are basic to the assessment and collection of the tax con-
tribution to the Unen5>loyment Compensation FuodU the following
material ie contained In the folder!

Fora 0C 1 - Report to Deteralne Liability Bhder Maryland ttoesployiaent
Compensation Law. this fora i s the basic document In the f i le and
la necessary as long as the reporting fira regains in business. It
shows the nataa, address, and oanero, partners or corporate officers
of the coopsny, type of business] product produced, traded in or
service rendered; number of employees and any sub-divialona of the
company. It i s signed by a responsible official of the eoss>any«

Whenever the Department oust oaks collections through legal action
In the Civil Courts, tao documents in the folder are necessary for
future reference «•> copies of the Juctgoaekt and the Order of 8atls~
faction.

RSCd&ENDATIOBi RETAIN FJHIL3 RiT-OlTIKn COSIPAOT El i lAlUS ACTIVE AT3D
TOR AK ADDITIONAL POOS SiAKJl THEH DSSTROT.

7. Agency,

^a^^ ^ A/J'
£S xDote

•

Schedule Authorize
Records Commission.

»^f//.<r
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

APR 1 1 1955
Date Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

The material Hated below comprises the bulk of the £tle» It i s
largely
value t»

Fbirs ROi

VO IS
oc la

UC 20
QQ 20A
W BGL
DC 20R
Hu S3
0&43
UC 65
DC 60
OC 60A
DC 61
UC 64

OB 65

quarterly and annual reports and statements which have no
syond ths recossonded retention j>eriod.

I

Raployars Contribution Return (Tax Eeport)
at^jloyaont Report [Bos* It^n) shows employee's name,
Social Semirity nu^oreaai wegea, ths information i s
filed quarterly hy the eaplcyor*

MJustaeaat of difiterances (Between 0015 and UC 16).
Debit Memorandum
Interest Assesaissnt
Credit iJeatorandwa
Stat^aent of Delinquent Assessments
Employers Status Detorodnation
Field Advisers Report
Esperienca Rating Vtorfc Sheet
Experience Bating Vioxk Sheet
Eaperienoe Rating Notice
Notice of Benefit Paysaots Charged, to Jfcployers Ezperiencs
Rating Account.

AoknoHledgecxsit to employer of reooipt of separation notice
(Jbra 00 ^J?) with respect to a benefit claim filed by the
separated CEployea.

$ha folloHi&g laatexial i s duplicated in the Collectible Accounts
File in
account

UC S3
DC 411
OC 87 A
DC 87B

DES 1 5 1

Folders

the Legal Division where i t « i l l be retained until the
i s paid plus three years (See Item 15)»

Certification of Assessment (Hen)
Warning
notice to Sublayer of JfcdgOBent
final Biotice to Fay Jod^ement
Order to show cause any employer should not bo enjoined

from cioing h^j^iiwss
Sfiplt of Fieri Facias
Jlotlee of Recordation of Judgement
Injunction
Credit Reports

of seplarers ishoae accounts are tmcollectable arc placed in
a separata filet these are the subject of Ztea £*.

RECCB2£IIDATlOKt BCT.4ZH FCSl FIVE IEABS AI© TH135 CISTHOY.

Corresp»
fi&ttel,

sndence in ths oeployers folder includes letters of trans-
fora letters and other material of an ephemeral nature,, , ̂

. \PPic( > v.
BBMSSSI©AB[ORJ ESTAIK FOi THBSS XEARS AHD TIER M S t e & f ^ D < >P t T ,

D a t c ^ P 1 1 ] - 1

SCHEDULE j ^ 2j
NO.

PARE
NO. Z.

6. Recommendation
of Hall of Records
and Board of Public
Works.

•

:u BY
M: WORKS

Secretary
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4.
Mtoem

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

£*

3.

Quantity* 6 drawer* (9 cable feat)
Dates* 1936 » *
File Arrangement* alphabetical
Annual A&ottn&latlonf & cubic foot

Folders containing the record* of employer* ending taxes to the de-
partment are in this file. The records are duplicated in the
Collectable Account* File (See Item 15). these are*

FQIDES - (tlHCQLLECTABIiS ACCOUNTS)

Certification of Assessment Bade Under Maryland Compenaa-
tion Law (Hen)

Statement of Delinquent Assesttsente

OC 33

UO £3
UC 411

07 A Notice to Employer of Jadgecaent
Subpoena - oopsr
Order to show osttse why employer eboold not be enjoined
from doing buainestf*

DBS 1SL Injanoticaa
Writ^of Fieri Facias

tJC 65 Field Adviser*8 Report
Baleaee of lien
Oordar of Satiafaction
CorroBpondeace

IS the taxoa are collected, the folder i s returned to the regular
£lle (Item l f ©bave), The rocomaandation for this item applies to
bhose accounts «Msh the departmrat has not been ^ab!to to eoHeet*

lSCC&£SNDAlI(3Jt RLTAIH FOR TflBBXIt-̂ XVB YSHBB AfiD THEI3 DSTOOY.

glAHSCRIPT OF WAGE3 EARHSD ST CLAIMAHT

Fora Bo, i DO £ U
3ise« 3 ^ x 7 i "
Quantityt 168 eublo feet
Dateat 1961 • -
JHe Arrangoctenti SooiaX Seoority Hoaber ''
ĵ v̂ ^̂ ffiX /i^it^nni fttlifffi f 40 Qtfhi/0 f ee t (eAtiuate)
Audited by* State

Prepared i n dnplioate; original benefit claim i s {given to c.TMwffltj
daplioato retained i n this f i l e * Fora shorn eaployera for irtxonclcdfiunt wsrteed, eaplOTer Bmd>ery elaioants name and naaber and
wages earned. Used i n deteroinine the eapLoyers ejQ>erienee rafting
and in answering int^ir ies regarding the claimant's earnings*

R£C0£S£SBDATX05l EETAZH FEB flOOR YEAB3 OR UHiTlL ASDIT^ p f f i p c ^ ^
ZS LafBR, AS} BffiHDBSItBfl̂  . / B O A R D W PUB

Date . . . W . A.1 !??.5

i:\j BY
IC WOKKS

« ,
Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

4.

6,

MASTER CLAIM CARD

Prepared from original claim card [VtQ BOO) received from the local
office (after processing the BO £00 lo returned to the originating
office). Shows claimant's nasift, social security nusnber, number of
dependents, quarterly and annual wages, rametary determination and
local office} usod as a master control card in central office to
prevent duplicate claim filing* Also used for the preparation of
the History Card ttJC 218), Benefit Account Card (0C £19) and Index
card, and for reference in cases of disputed claims and in eases
the claimant has moved to another district or state*

Fora Bo. i UC £17, UC 817A and VTO 817
SIBOI 3£" x 7&» (IBBI)
Quantityi ISO trays (40 cubic feet) aetivaj 160 coble feet in

storage
Totali £00 cubic feet

Dates* 1950 - -
File Arrangenonti Social Security Runner
Annual ACcumulatlom 40 coble feet.
Sieposable Amount! 80 cubic feet

BEXXJMUBKDAltQNt BSTAX5 FOB THESE XBAR3 AND THEN DESTBOT,

SEPARATIOH HOTICB

fbra Ho.? 00 fiO? and 207A Qfa+U,&*
Sisset 41* * *¥
Quantity* 730 trays (8*3 cubic feet)
Oatesi 1351
File ArrsRgeo&ntt R^lriyttf1 Huî jer
Annual A*?ffttffni\8.tion fr 75 cubic feet
Disposable Aaounti 73 cubic feet

Separation Notice - Original Claim (tJC £07) I s prepared from the
Sage Becord Card (DC 216) and sent t o a l l of the olaiatantts
eB^iloyera*

Separation Eotice - Additional Claim { X 807A) i s prepared fron the
Original Claim (UC 200) and sent to Claimant's l a s t employer) shows
claimants name, soc ia l security trasher* reason for separation,
eapleyers case and aignaturei used to ascertain e U g i M i l t y of
claimant for benefits and establishing experience rating of ea^Jjoyer

fiSC01fiffiia)AIIC®» BETAIH FDR TBSSS, XSAR3 USD THES DESTEOY*

EXPat lSICB RATIRCr QUtftTORLT BSNEFIT CHARCSS
^XPSRIEWCB RATD« AHHUAL 3D1EUHX CARD

APPROVED BV(
BOARD OF P f b L l C

Date . . * f . R i . l 1355

Form Bo.i 00 67 (quarterly)
W 68 (annual)

Sizei 3£" x 7|« (IBM)
WOKI8

5*

l-u

0 X 4 ^ ^
«»»<tf.*»->"

^ ^ ^

Seergtary
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4. 5., Description of Records
Describe records accurately: Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

? •

Quantity! £28 trays (9? cable foot)
Datest 19BX. — — «- ' •
F i l e Arrangeraentt Employer Euufcer *%
fairmqi jfafflywt^l t\f.^wy|t X9 CttbtO f ee t
Disposable Aiseranti 19 coble f e t t

the quarterly card shorn* tfe» proportion o f bene f i t s charged t o each
forser employer's aceoant | used t o prepare quarterly Bot ice t o Ba-
Ployero o f t h e i r banoflt charges (UG $4) end t o prepare Experience
Rating Work Sheet (UC 6 0 ) , Tho annual eumaty card g ives f o r each
eBplograr the omtuaX ra«>rd o f b e n e f i t charges^ th« »ew tax r a t e with
oumaarjr supporting data such as taacabla sagea and chargoable beno*
f i t s . Sh© forms are used i n posting t o tha Ebqoarlenoa Bating Work-
sheet and t o compare Federal Ineona Tax Boturne Kith the es^loyars
benefit fewix d a i o s *

WaCOWEWAWSSt RETAIN FOB TIIH2E 1EARS AND THEtl DESTSOI.

CASnSD BKHHFIY CHESK5

FornKo.: DC £27
Siaoi Sir x 7 |*
Qi»ntlty< 500 cubic feat
Dates: July 1* 1960 • ••

Annual. Accqmolatioai 3J00 cubic feet
Disposable Aaotmtt £00 cubic feet '
Audit i State and Pedoral

Benefit checks originate In and aro returned to the Central Office]
ere necessary In cases of fraudulent claims* court cases, forgeries,
orarfttiyxoeats, e tc j bora been oicrofilBad t o 1954 and tile originals
destroyed t o June 30, 1950, Baco&nendation for thia item includes
Replacement Checks (Fbra CS

WSQWSHQXZXa&i B̂ TAIH FCE THREE YE ÎS CE UHTH. AUDITED, inHCHEVER
2S LAZSS, AND ff$£ SESfBOl.

Fora So* > pages are Fora OG 8
SlMt U " x 17$"
Quantity! a cubic feat
Dateat 1937 - -
f i l e Arrangement! chronological
(pnftQ^i jtecusttlatlont 9 *̂«"»̂ y Int fw

Purpose of this ledger i s to transfer funds from the clearing 7 ,
acoount to the trust fund*

BOARD t)F PUBL1
APR 1 1 1955

Date

<r~* . _ ^ . ' .flu, i r- - - — - —^ n 4 ^

WOKKS

Secretary
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5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear, feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

9*

ID.

CASHIER'S KBCQRPS

Quantity* 239 oublc feet
Dateai 1946 - -
Annual Accunolationi IS coble feet
Diapocable Aaountt 90 cubic feet (estimate)
Audits State and Federal

t

fhia Item la concerned only «dth the records of benefit sod tax
pay&ents* It does sot Include records concerned with internal fid-
sdjoiotratlye fisoal aaitere* She following record* are inclxtdedt

00 12 Bscapltulatloa of 0apo6lt6 - Cleaying Aeeoast CtoSy
00 14 Correction Form - (validating aochino)
IK 29 fiafund Toucher
0C 20A Tranafea* of ftanda • interest and penalty ̂ oyaento trana-

ferred to MndJilstretion Food
00 38 Contribution Batch Control for £8$leyer« Contribution Return
DO 39 Bank Deposit Slip
UC 40 Bank Deposit Slip
W 43A Cheeks Returned &y Bank
DC S3i Requisition for blank checks
OS 8$3 Bank ftMy«n«11\ ̂X^n C*rd
HO 237 Cash Benefit Disborseasnt Warrant
UC 238 ideal Office Receipt for Benefit Cheeks
00 839 Worr&nt ttxt RsiiEjCLt Ffl̂ sients
80 B41 Report of Cheeks to be Cancelled
00 £4£ Bequest for Better Addreaa
UC 933A Stop Fayswnt Hoquest
00 333 Forged Signcburo Affidavit - .
90 341 Authorisation to Process Sen Check

^fcx***toc> J4*u£ &

ifac~~U

KFSQOMSTOPATKfflt RETAZH P O R ^ t o K 1EAR3 €B W2ZL AJJDIT3D, tffllCKBVSB
XS tATSR, AHD THES DESraOI*

COHTRIBUTrOS AgCCHĴ Y CARD
>>£S

Fora Ko«t 00 17
Sizes dfr x It* (IBM)
Quantity! 80 cubic feet
Dates« I960 - «
H i e Arrangemftntt Bs?>loyer Httcber
^rt^fti Accmaulation* £0 cubic feet
DispoaabXe Asaountt SO cubic feet
Audits State end Federal

Indicates the anotoat of tax collected from each enplojwr each qvar~
ter | used lor delinquent payment control, statistical purpose*,
belsnoe cash receipts ledger, eon$fctlng tax rates and as a eheck

Date...?.PRJ.l 1955

a g a i n s t Federal Income Tax Returns^

RSC0££2SM>ATX0Sl BETAS! 0HHL ACCOUST XS PAID AH) THEHEAFIEB Ktt

oecretuy
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

21. BENEFIT APCOUHTOABD

Fbrm Ho.) 00 £19
sixai 3r x *& \mi)
Quootit7» 48Q cubic feet
Dates! 19B0 - -.
JHo ,Arrangessntf Social Security Huaiber
Annual Accumulations lap cubic feet

Benefit Account Card records benefits paid to each worker; i s the
basis for preparing the benefit chock. A by-product of the Bwiofit
Account card i s th& Benefit Eundosm Shoet froo which the Gxp&AmQQ
rating ia po3tcd to the Experience Sating Sheet (UC 60) in the
Ek^loyer** ftoXtiter* She Benefit Rojaiown Sheet i e considered turn-
record within the ©eaniftg of the statat« governing non-record Eater-
i a l [Agtm 41, Sec* V359 Acmotated Coda of 19£L)» Another b^-produot
also ccasidersd non-record i s Use heoatlt Statist ic Card (DBS 142)
ahich id used to cco^ilo roquired Federal rcsporte, Th» rccoaaenda-
tion beltw applies only to the Benefit Account Card,

REXXK£§JNDA2IG3i

l £ .

13.

tHfiBB IEABS CS DI5HL AUDITED, T3HICHSVKR I S LATER,
AB5) THEH OGSSfBOT*

cUcu,/9—

FOR FIVE TE/&3 AID HS^f DSSTHOI.

JOTRHALS - mgLOXER ACCOCTffTS

ftana Boi pages ere 00 9$
QoB&tityt 8 l e t t e r aiese drasers (12 cubic f e e t )
Dates J 1936 * •
/aKrwB̂ r Aocunmlationt X evihie foot

She following employer account Journals ero naintainod} Credit,
Debit, Cncollectahle Aocouate, Jadg®»nt« and Penalties Receivable,
these aeeotrats are sicsoarised monthly i n the General Ledger*

ESCOJCiSKDAlIOHl KETAIS PSCiAICaTTLT.

qgaapjsyjs^T F I I B -̂  S t^uu^utJ^Jbyf&hA-- /; ^<^KA?/ ^ ^ Q*

QoantH

Datoal 1 9 4 5 -

l o t t e r s i s e dromtra {80 eufile f ee t ) pins 65 oubie
i n storage

138 cubic f e e t ^ P i-M v O

fl/HWWIHf lfrT^#lM

Disposable Awmati

A folder i s oaintained on eaoh
iftioh i s overpaid* Contains

cubic feet
f«et (estioate)

3 O A K D O F IJH
APR 1 1 1955

Date

the
compensation d a i s

allowing recordst

00 £22 Botioe to dolaiant
Detex&xinatioa

yr^^^t
T********-

\ K;L> B Y
Lie TCoKKS

Secretwy
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

u,

16.

W £fift Earnings Reconciliation Sheet
00 930 Bequo3t for Eaployws Weekly Earnings

Corrospond)

fellers restaia in the „
CBIW T̂T*H1 ter fiction of
inactive f i l e .

Iva fi le until redsburssaant is sale or
- Board at which tiae they are placed la tit

32ARS AFYffft DAZE GP CLQSUKB AHD

OTgiPAI^aiTS *> 37S5T CAlffiS

Jbna Ho*i 0C 398 *• Oyorpaytaant HI8&0S7 Carf .
. ©3 348 «»Ov«Fpasaaat Account Rocov«xy Card

Sieat a&« x ^ " fXSlO
Quantity i& cubic foot
Dates 1 1949 • •»
H l « Arrang^aeots CO 333 fcgr Social Seetadiy ^ob«r

Amttal Aocas&tlatJjoat l&ss than & ou&lo foot

These tap fooras are the only oww retalmd In the 0«utral Office
after the orerpayaent i s collected* a l l other data 1« returned to
the local office and i s included l a the teteatlftn schedule covering
records of the local office*

HECC2££NDmO!Jj RETAIH K» FIVE IBISS APTER IHtAL PAB^Rf IS
SSC3IVKD AKD fÊ H BmiSCS:*

Quantity4 40 letter cdee drawara (60 eoMc feet)
Dfitest 1948 • *>

AiftTPm̂ j Afffftt'TOTstrlCTi t HO coble Xes t
fiispesable Aammti 80 eubio feet (eetiaate)
Auditi State and Federal

ESJLe consista of record© cosftettttd tilth delio^aent eeployer efieounts
t^ieh hsve beea tamed owr to the X^gal Departaeat for actioaj a
folder i e ££cLatai&ed tor eaeh awwmt wmtftltrt,ng the followlnsi

UC 33

US 29
00 411
OS 87 A

(?wtri rfi<rft*rl?n of Assesssent f̂rf# Holer BanrlenA 0
Los (Idea) A

insation

Stateaeat of SaUoqaent Aitaeaaaeafa

Notice to Bpylsyer of Jtri&eweut
Subpo«na-C4

K<>
BOARD OF PL

Date APR

i W
Order to ohow csu« Î QT esplogrftr should
doiag baBiaes*

7hlD BY
BLJC WOKKS

-Seer.«t«x
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5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

ESS I d Injunction
Krlt o f fieri. Faciaa

TO 65 JUaia jyfats@r*& fiopoaet

CoxYsspWfflonso

mCQ£&i5)ATiaii KbTABI FOE 1HKSS TBAfiS AFKS SAHSFACTIOK C£ UNTIL
&UDITi23, GKICKEVi3i IS LATSR, Alffi 3S& DESTROY.

14EM0 Re: Forms UC h$k,W>\60, UC ii55, UC hk, and UC Ha-A

The folio-wing forms listed on the Certificate of Disposal dated Dec. 19, 1955
are not found on the Retention Schedule :

UC U5U - It is a copy of the decision involving an employee's claim, and is
placed in the Appeals Folder. The record copy is in the office of
the Board of Appeals, vrhere it is retained permanently (Schedule lU3,
Item 5)

UC h5>0, UC U55 - These are form letters, copies of which are apparently filed
in the Appeals Folder, indicating actions taken.

UC hh and UC lUl-A - These are IBM punch cards and are used for statistical
purposes and appear to be non-record. They are being
destroyed as a part of the Employers Folder, Schedule llih,
Item 1-B)


